Creating a Pivot Table

1. Open Excel.
2. Select File, Open from the Menu.
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3. Ensure that you have the correct location in the “Look In:” box on the Open screen.
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4. Change the “Files of Type” from All Microsoft Excel Files to “Text Files” to display your file.
5. Click Open. This starts the “Text Import Wizard — Steps 1 of 3”.
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Creating a Pivot Table

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data,

Original data type

Choose the file bype that best describes your data:
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(™ Fixed width - Fields are aligned in columns with spaces betwesn each field,
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6. Ensure that the radio button Delimited is selected under the Choose the file type that best

describe your data:
7. Click Next.

Text Import Wizard - Step 2 of 3

This screen lets wou set the delimiters vour daka contains. You can see
hiow wour bext is affected in the preview below,
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8. Click in the box beside Comma in the Delimiters section. Note: you want a check beside both
Tab and Comma.

9. Click Next.
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xt Impo izard - Step 3 of 3 E E

This screen lets you select each column and set Column data Format
the Data Format, (%) General

‘General' converts numeric values ko numbers, date C‘ Text

values ko dates, and all remaining values to text, () Date: | MDY w

(") Do not impart column (skip)

Daka prewiew
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10. At Step 3 of 3 hold down the Shift Key, scroll over and click in the last column before the amounts to
highlight them and change the Column Data Format to Text.

11. The amount columns (CY Amount, PY Amount, Net Change, etc.) should remain as "General" under the
Column Data Format Section. This allows the formatting to be correct with the numbers.

12. Click Finish. Your output should be like the screen print below before a select all has been done.

13. Click in the Select All blank cell in the upper left corner above 1 to highlight the sheet.
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14. Click on Data, Sort (make sure the header row button is checked) and OK. This gets rid of the
blank rows. Note: if the numbers with the exponential (2.45E+.08) increase the width of the
cell.
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15. Click Data from the Menu.
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16. Select Pivot Table and Pivot Chart Report...
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17. This starts the Pivot Table and Pivot Chart Report Wizard — Step 1 of 3.

PivotTable and PivotChart Wizard - Step 1 of 3

Where is the data that vou want to analvze?
{* Microsoft Excel lisk or database!

(" External data source

" Multiple consolidation ranges

What kind of repart do vou want ko create?
{* PivokTable

" PivobChart repart (with PivotTable report)

Cancel | Mext = | Finish

18. Ensure that the radio buttons are on Microsoft Excel List or Database and Pivot

PivotTable and PivotChart Wizard - Step 2 of 3 ?X]

Table.

Where is the data that vou want to use?

Browse. ..
@ Cancel < Back Mext = Einish |

Where do wou want ko put the PivotTable report?

(% New worksheet
(™ Existing worksheet

| B

Click. Finish to create your PivokTable report,

@ Layaut, .. | Cpkions. .. | Zancel | < Back |

20. Ensure the radio button for “New Worksheet” is selected.
21. Click Finish to get the screen below. Note: The Pivot Table becomes Sheet 1.
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22. Drag the items from the Pivot Table Field List and drop it in the Drop Data Items Here cells.
Make sure that there is a soft T shape (when the cursor is in the correct position) before you drop
the item. Be sure to Save your file periodically.

E1 Microsoft Fxcel - DOE GL Journal Detail Report f_190705 for Pivot Table
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3 Drag items to the PivotTable report.
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23. Right mouse click on any Total cell.

24. Select Field Setting and change the Summarized by from Count to Sum. You can also format
your numbers by selecting Number.
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25. To insert multiple totals drag the amounts (in order) and drop them in the Data Items area.

A | B | ¢ | D | E F | 6 | H | |
1
2
3 [SGL [~IFUND [~ |Row Id [~ |Data [+ |Total
4 | 16130400 3600 1130({Caunt of CY Amount 1
] Count of PY Amaunt 1
6 Count of Met Change 1
7 Count of Pct Change 1
& 1230|Count of CY Amaunt 1 PivotTable Field List ¥ X
3 Count of PY Amount 1 Drag items ko the PivotTable report
10 Count of Met Change 1
11 Count of Pct Change 1 =] FUND
12 3600 Count of CY Amount 2 | RowId
13 3600 Count of PY Amount 2 =] Line
14 3600 Count of Met Change 2 | S6L
15 3600 Count of Pct Change 2
16 (16130400 Count of CY Amount 2 £ Y Amount
17 [16130400 Count of PY Amaount 2 =] PY Amount
18 [16130400 Count of Net Change 2 [E| Net Change
19 [16130400 Count of Pct Change 2 | Pct Change
20| 59900000 3600 2130|Count of CY Amount 1
21 Count of PY Amaount 1
22 Count of Met Change 1 add To | |Row area v
23 Count of Pct Change 1

26. Drag the “Data” field name and drop it on top of the “Total” field name to get your amounts side

by side for easy comparison.
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A | B | © | D | E | F G

1

2

3 Data [~

4 |SGL [+ |FUMD [+ |Row Id [~ ][Count of C¥ Amount  Count of PY Amount | Count of Met Change [Count of Pet Change
5 | 15130400 3500 1130 1 1 1 1
B 1230 1 1 1 1
7 3600 Tatal 2 2 2 2
8 [16130400 Total 2 2 2 2
9 | 59300000 3600] 2130 1 1 1 1
10 3600 Tatal 1 1 1 1
11 59900000 Total 1 1 1 1
12| 55910000 3600] 2170 1 1 1 1
13 3600 Tatal 1 1 1 1
14 59910000 Total 1 1 1 1
15 |1310E700 3600 1150 1 1 1 1
16 1230 1 1 1 1
17 3600 Taotal 2 2 2 2

27. Perform steps 22 and 23 to get the proper number format.

li—"'_"l Eile Edit Yiew Insert Format Tools Dats  Window Help  Adobe POF
A9 -] 100% o« Eiﬁrial *10 ~|B I U|=
N Wt W REF R LY | | (i E
il AN - P |2 Sl | =(E )
D16 - &

A B [ C D | E |
1
2
3 [Data
4 |SGL [*|Sum of CY Amount | Surn of PY Arnount | Som of Met Change  Surn of Pot Change
5 16130400 0.00 0.0a 0.00 0.00%
B | 59900000 59278545 0.0a 59278545 5927354600.00%
7| 59910000 9,480 510.80 12 580 380,25 3,500 0B9.45 -2696.00%
8 [1310E700 0.00 0.0a 0.00 -20000.00%
9 [1310R200 0.00 0.0a 0.00 -20000.00%
10 |1340E700 0.00 0.0a 0.00 0.00%
11 |5311M100 9,480 ,5310.80 12 580 380,25 3,500 089 .45 -2696.00%
12 |{blank) 37 366 512.72 51,923 521.00 14 556 908258 23530630916.00%
13 |Grand Total 37 859 395.18 51,923 521.00 15 964 12282 29455440124 .00%

28. Click on Data from the Menu and select Refresh Data after you make changes.

29. Double click on Total to get the records used to make up that total. Note: it will make a new
sheet.

30. To modify your pivot table click anywhere within the table to bring up the Pivot Table Field List.
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